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STO. 72 (REV . 7-53) (1] DEPARTIAENT, SOARD OR COMMISSION

.. : Corrections - =

- [ DIVISION, BUREAU OR OTHER UNT o T - ) . -
N - . . i INS: Correctional Case Records _
Submit three coples with three coples of the | aporess . i - -
Records Retention Schedule, STD. 73. 1515 S Street, Sacramento
.. L

. . CHECK THE APPROPAIATE BOX: " O T T
TO! NMWW%MMM%“?MMMWMMMWWMMWM%MWm @ D New schedule of records that have never been scheduled. (Complete boxes 5 - 8

© 1500 5ih Street, Room 116
Sacraments, CA 95814 (or IMS C-39)

=t

! @ Revising a previous schedule. (Compieta boxes m-“@ . i
{A new approval numbear wiil be assigned.) ) .

. oy @ Amending some pages of a previous schedule. {Complete boxes 8 - 12.)
(916) 445-2294 mw.O}PZm.ﬂ 485-2294 D (The ofiginal approval number will remain In sfigct.}
NEW SCHEDULE (5) SCHEDULE NUMBER () SCHEDULE DATE {7i NUMBER OF PAGES : {8} CUBKC FEET (Toral Saneauis:
INFORMATION . -16840 ‘ May "1, 1997 : 4
(if applicabie) : ! 385
PREVIOUS SCHEDULE (8 SGHEDULE NUMBERIS) {10 APPROVAL NUMBER(S) 1) APPROVAL DATE(S) 15 PAGE NUMBEA(S) REVISE
INFORMATICN pss2 72-5 Central Case Files All
{If applicable) - . . - - - - i -

PART | -- AGENCY STATEMENTS _

As the bﬁo,mm.ma manager (or person authorized ta sign for the program manager) directly responsible for the records listad on
. - - the anached schedule, | cartify that &ll records are listed, that [ have reviewed the nead for the records, (per Section 1671 of

the State Administrative Manual) that each Tetention parod is necessary and comect as schaduled, and (for & revised
scheduls) that all items on the previous schedule have been accounted for. : "
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m ackorgance with Government Code 14755, approval of the attachad Records Retention Schedule by the Department of
Aeral Sarvices is hereby requested. Retention periods have been sstablished by this agency after a careful evaluation of
all the factors kisted in Saction 1667 of the State Administrative Manual. - - . —-. o -

| hereby certify that | am authorized to act on behaff of the head of this agency in matiers pertaining to the retention and
disposal of records. (Per Section 1611 of the State Administrative Manual) ,
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=% nLE mo , 7| (2% DATESIGNED.
Rocords Management Consu Haunt . 5-209%

rs gt 1) — ARCHIVAL SELECTION (Per Gavernment Code Section 14755} N

THE ATTACHED RECORDS RETENTION SCHEDULE: . ‘
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Steto of Califomia

RECORDS RETENTION SCHEDULE

STD. T3 {(REV, 592) DEPARTMENT (i} SCHEDULE NUMBER ) DAT? 3)
Corrections 16840 May 1, 1997
ORGANLZATIONAL UNIT
See instructions on reverse INS: Correctional Case Records Page 1 of 4 Pagesew
H ADDRESS  (cumwber, tenet, ity} DEPARTMENT (F GENERAL SERVICES APPROVAL
and in SAM 1600 T # “ NUMBER () .
1515 S Street, Sacramento % Q o 1 ? 1
ITEM CUBIC | CALIFORNIA M Y -
NUMBER | FEET STATE e i NTI PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION (Exempt) REMARKS
(Triple  space USE ONLY (Triple-sproe. between items) i & &
between  Hems) 8 1 | OFFICE | DEPT. SRC | TOTAL IPA
(6) ¢ & | an | {4y 3 14y %) (16) an
“INS

ihrovgh 16 are clasified in Column

aper, C=Computer
or Electroniy, D= Work-
ster (Silver)
agéites, videos,
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Siate of California

RECORDS RETENTION SCHEDULE

ST T3 (REV. 592)

See instructions on reverse

DEPARTMENT (1) SCHEDULE NUMBER () DATE (3)
Corrections 16840 May 1, 1997
ORGANIZATIONAL UNIT

INS: Correctional Case Records Page 2 of 4 Pagesew
: ADDRESS  {rumnber, toeet, iy} DEFARTMENT OF GENERAL SERVICES OVAL
and in SAM 1600 ! NUMBER (9 1 "i“
1515 S Street, Sacramento 9 8 . 7
IFEM | CUBIC | CALIFORNIA M|V
NUMBER | FEET STATE . i PRA
RETENTION
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d 1 (Exempt) REMARKS
(Triple  space USE ONLY (Triple-space between itemn) i a &
between  items) a 1 | OFFICE | DEPT. SRC | TOTAL IPA
© o ®) © a jan | @ (13 (9 19 (16 an

0010

0020

© 0020A

Administrative Records:
Copies of general administrative records such as
correspondence, supervisor employee files, budgets,
procurement, reports, ete.. Originals are maintained
in Headquarters offices.

Case Records Administration

¢ Compliance Reviews
Review of all Case Records offices files and
procedures,

A+3Y

A+3Y

% Retain per

Retain as active until completed, then
retain three years (office),
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Stato of Californis

RECORDS RETENTION SCHEDULE

STH. 13 ®EV. .92)

See instructions on reverse

INS: Correctional Case Records

DEPARTMENT (1) SCHEDULE NUMBER (2) DATS_ [}
Corrections 16840 May 1, 1997
ORGANIZATIONAL UNIT

Page 3 of 4 Pagesw

and in SAM 1600 ADDRESS  foummber, atroet, ity) 2&\;{3&? OF GENERAL SERVICES APPROVAL
1515 S Street, Sacramento 9 8 ® l 7 l
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE ¢ i FRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION (Exempt) REMARKS
(Triple  space USE ONLY (Triple-space: between items) i a &
& 1 | OFFICE | DEPT. SRC TOTAL IPA
3 (9) (10 | an B (3 14 (15) {16) an
ot it | ®  Litigation P A+3Y | 27Y A+ Retain as active until resolved, then
Asnikea® Inmate central fites undergoing special legat 30Y forward to the appropriate location {e.g.
review, activity or litigation. Case Records Office or Departmental
Archives). Once the inmate/parolee
leaves the correctional system, the
inactive file will be retained thirty
years (Departmental Archives per
RRS 16840A).
0020C *  Monthly Workload Statistics P 3y 3Y Retain three years (office).
Includes statistics of all Case Records Offices.
0030 Departmental Archives * * * #Retain per RRS 16840A.
Responsible for storing all inactive inmate central
files.
0040 Electronic Record Systems
0040A *  Automated Case Records M * * * *Electronic program pending devel-
{Pending Development) opient.
00408 s  Offender Based Information System M * * * *RRS pending for Information Systems
(OBIS) Branch.
Controlied by the Information Systems Branch,
0050 Identification and Warrants * * * *Retain per RRS 168401.
Responsible for providing information to law
engorcement, staff and public regarding
inmate/paroles identification, location and warrants,
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Staw of Californis

RECORDS RETENTION SCHEDULE

STD. 73 (REV. $-92)

See instructions on reverse

DEPARTMENT (1)

Corrections

SCHEDULE NUMBER (2) DATE ()

ORGANIZATIONAL UNIT

INS: Correctional Case Recogds

16840 May 1, 1997

Page 4 of 4 Pagesy

and !'n S, AM I w ADDRESS  (number, slroet, city) DEPARTMENT OF GENERAL SERVICES AFPROVAL
NUMBER (5)
1515 S Street, Sacramento 9 8 @ 1 7 1
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE ¢ i FRA
ARCHIVES TITLE AND DESCRIFTION OF RECORDS d t RETENTION (Exempt) REMARKS
(Tripie space USE ONLY (Triple-space between items) i [ &
between  iters) a 1 OFFICE | DEPT, SRC TOTAL IPA
® P ® ® a0 | oy | a2 (13) (14) as (16) an
0060 ' Legal Processing * * ® #Retain per RRS 168401.
Responsible for the legal processing of required
inmate/parolee central file(s).
0070 Reports A+3Y A43Y Retain as active until completed, then
retain three years (office).
0080 Special Projects A43Y A+3Y Retain as active until completed, then
Includes projects such as Automated Case retain three years (office).
Records Studies, Case Records
Consolidation, Early-Late Inmate Releases,
elc.,

168404



